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TM-3 TRAVELER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

REVIEW LOCAL VOUCHER

This document covers the steps for the Traveler to review a local Voucher.
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A. REVIEW LOCAL YVOUCHER

1. Click the Open Existing Document link on the Document Processing Toolbar on the left
side of the page.

Setup Reports  Logout Help Document Preparation

User:

John Doe
Traveler:

[ Create a Hew Document
[> Open Existin%%ocument
[ Feview Documents

[» Delete Documents

[» Copy Document

[ Import Documents

2. The Traveler Listing (Open Document) page will be displayed.

=

VA
oo 5 Pem ——— /. Gelco
Informatior Netwark” Travel NMianager®s.0
Setup  Reports  Logout  Help Document Preparation
User:
ot Traveler Listing (Open Document) Document Search (Open Document)
ohn Dos
Traveler: Quick Tip Document List
Type one or mare letters of the fravelers last name and click
Search. Then, olick the travelers name to list all documents, Traweler: John Dos
[ Create a Hew Document bocument Name Dep Date
Open Existing Enter Search Criteria EPE 245032602001 0808102  CREATED
Document Bl avthorization 24204110200 041102 CREATED
[» Review Documents B authorization 24X A03260200 03/2802  APPROVED
[> Delets Documents Documert Type [ALL <] Bl authorization 24 XAD32602J0-1 032602 CREATED
[+ Eopy Dacument Traveler List Ci ) Bl Local voucher 24 X XDE2A02ID 084402 CREATED
[> Impert Documants Search Results Frew 40 Mest 40 Bl vousher AR EEETE | ElEED
Doe, John 240-00-0001

3. Click on the Document icon & of the document just created. The Open Document
Signature page will be displayed.

v VA powered g%
—c— .hrGeIc: = ‘. Gelco G&&c;‘?'l,-'-"\--
Travel Manager®8.0 TraVel Madager®8.0 feeo gl

Document Preparatior

Open Document Signature
Hatiniboe Quick Tip For this Document you can:
Traveler: The Signature PIN is case sensitive! Il ey n Doste
Signaturs for Adjustment | Get| Document as ViewOnly

[ Create a Mew Document
isti Cancel I Opening Document
¥ Open Existing

Document
[ Review Documants
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4. Click the Document as View-Only button, in the ‘For this Document you can:’
area in the top right, to look the document (the document can be adjusted by entering the

Signature PIN and clicking the to Review Document button in the ‘For this
Document you can:’ area in the top right). The Document Summary page will be
displayed with (View Only) after the document name.

pow -rw'ﬁ/'?‘ — VA Gelco
Gelen —= ; e~ i
Informatioi Network” Travet Nianager®s.0
Setup Reports  Logout Help Document Preparation
-
Wiz Document Summary for Local Voucher 24-XX0824021D
John Doe Quick Tip For this Document you can:
Traveler: Forspecific information, clidk on a Details link. You can sign and stamp your document from the Document Status section. save | Document
Trawval Adtherization )
B Lﬁ;"."vzﬂiner- Hurniber Cortinue | Entering Document
24-¥¥082402.J0 Trawvaler Detsil= 240-00-0001, John Doe Clase | Currant Documsnt
¥ Document Surmmanry Trip Purpose IMEETING _|

Traveler

Expense Details [T R Ty
« Expenses

Buick Expense [0 Delete

« Accounting

- Totals 7 ¥ |osizazooz FROM: Hometown TO: Anyplace & back 25 .55
. Comments ﬁ 3 |osizazooz PARKING-LOCAL 5.00
o B S 7 ¥ |neeszonz FROM: Hometown TO: Any place & back 25 .55
- Parfarm Pre-Audits 7 ¥ naesizonz PARKING-LOCAL 5.00
= Preview Document Total:[61.10

= Expart Document P e ccounting Summary

= Cloze ocument
24—)()(2 08200000 6110

Total:[61.10

otals Summary

Totals Detsils

Amount
Pay Ta Charge Card 0.00
Fay To Traveler G1.10

Erter Comments Please identify Purpose for frip: Attend 2 - day Travel
Manager meeting in Anyplace 0S/2402 & 05/25102

= S == =l o cume nt Status er Status/PIN to stamp this document Jid]

5. Review the status of the document in the Document Status area on the Document
Summary page or click the Document Status link, located beside the Document Status
area, to view the Status page. The document shows it is awaiting the approver named
‘Org Approver’.

6. Click the Current Document button, in the ‘For this Document you can:’ area in
the top right, or click the Close Document link, on the Document Processing Toolbar on
the left side of the page, to close the document.
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